SATERN Administrator Job Aid
Schedule an Offering (ver.1)

Job Aid: Schedule an Offering

Tasks

A. Add a Scheduled Offering
B. Complete the Custom Fields Tab

C. Set Registration Parameters

D. Complete the Segments Tab (includes Resources)
E. Copy Resources

Task A: Add a Curriculum/Summary Tab

1. Click Scheduling > SATERN
1 @/ S el mliu"'Tm"m@' A Administration | Home | Preferences | Help | Logout
SChed UIed Offerl ngs ) e "’5r° | Commerce | Resources | References | Reports | Tools =
Scheduled Offerings Scheduled Offerings | Sitmple: Seatch | Advanced Search | Add Mewe | Help |
Cloze Scheduled Offering
Cancel Scheduled Offering
Group Instances ELEC]
g‘jrsri:ejum Scheduling [ searcn  [EENGENS
Search Scheduled Offerings
Enter the ID or Description, select the type of search from the drop-down menu, and click "Search” to brovwse resultts.
Enter an exsct [0 and select "Exact” fromthe drop-dowwn menu to go directly to a record. The search is case sensitive
by default. You can choose case insensitive search which spplies to criteria typed in. Please note that & case
insensitive search could take a long time:
2. Click the Add New link ‘l Simple Search | Advanced Search | Add Mew | Help |
3. Select Item. Scheduled Offerings | Simple Search | Advanced Search | Add Mew | Help |
*Activities are ‘non-
. y » Add Hew
learning’ schedule
blOCkS- Use th|S Select Scheduled Offering Type
option if reserving P
resources for a period fem T Achy
of time. —
4. Click the Next button. L]
5. Enter/select all ¢ ltem Type
required information. ¢ ItemID
¢ Segment Start Date
¢ Segment Start Time
¢ Time Zone (Show in this Time Zone checkbox is optional)
¢ Domain
¢ Facility
¢ Contact Information (Email, Phone)
6. Click the Add button. [dd |
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Task A: Add a Curriculum/Summary Tab (c

SATERN Administrator Job Aid
Schedule an Offering (ver.1)

ontinued)

7. Note the system Scheduled
generate Scheduled Oifering ID:
Offering ID. ttem: COURSE ARC-SAFETY (Rev 10/8/2005 10:06 AM EST)
Title: ARC Site Safety Bazics
8. The entered Sehedled o,
Orfering ICx
information displays hem: COURSE ARC-SAFETY (Rev 10452005 10006 AMEST)
on the Summ ary tab. Title: ARC Site Safety Basics
Standard Options
Matifications Cost Calculation Cost Summary Pricing Catalog Chargeback
Segments Registration Contacts Material=s Custom Fields
Md Offering
* = Required Fields
R (S [ ————
Group Instance: (4] I—
* Damain: (4] IARC—
Facility: (] Im
* Time Zone: (] IEST— [T Show inthis Time Zone
Approval Process (D (] I—
Approval Reguired: [l
Cortact: Jaoe: Smith
Email: boe.smnh@nasa.gnv
Phone: jsss-1212
Fax: |
Active: I
Ato Fill Registration: [l
=
Comments:
[
Closed: Mo Close the Scheduled Offering
Clozed Date:
Cancellad: ho  Cancel the Scheduled Cifering
Cancelled Date:
9. If edits to data are [ Apply Changes |
made on the
Summary tab, click
Apply Changes
before leaving the
screen to save the
changes.
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Task B: View the Custom Fields Tab

1' C“Ck the CUStom Standard Options
F' el d S tab Motifications Cost Calculation Cost Summary Pricing Catalogy Chargeback

Summary Segments Registration Cartacts Materialz Custom Fields

]
Edit the Custom Fields for the Scheduled Offering

2. Custom Fields are |
automatically imported | 1 On Dutty Hours 160 |
from the Item when a 2 Off Duty Hours | |
Scheduled Oﬁenng IS 3 ?ur_pqse of (4] |I33 | |Imprnve Present Performance |
created. If changes p Typeo o H |
iy} Training Program Ares
are necessary, the Trairing S
values are editable. : Tpe of € os | [information Technolony |
Training Sub-
Code
6 Source of LA ||:|3 | |Non-gnvernment |
Training
7 Special (4] ||:|,a\ | |No Special Program |
Interest Code
] Academic (4] ||:|5 | |NI.£\. |
Credit Code
g Training Crecit — €) |03 | |continuing Education Uit |
Type Code
10 DrectCost  €) [c | [contract - Funded by Center |
Code
11 Per Participant |250.DD |
Cost
12 Books & | |
Materials Cost
13 Cther Direct | |
Cost
14 Indirect Cost € o | [Mondirect cost
Code
15 Travel | |
16 Per Diem | |
17 PO Humber NNJD5. D4 3P |
18 Categary Code |EI |
19 Sub Category |.ﬂ. |
Code
0 Funding | AHE |
Organization
21 FOC |Elrett Jones |
22 Budget Line | |
ftem

10. If you made changes, [Apply Changes |

click the Apply
Changes button.
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SATERN Administrator Job Aid
Schedule an Offering (ver.1)

Task C: Set Registration Parameters

1. Click the Registration

tab. Motifications Cost Calculstion Cost Summary Pricing Catalog Chargehack
SUMTEFY Segments Cortacts Materizls Custom Fields
Edit the Scheduled Offering N
2. Enter the Min Edit the Registration for the Scheduled Offering
Reg IStratI on and Registration Cut-off Date: E I— Min Registration: I—
fl\l/lealzl(ém um Reg I Strat I on Registration Cut-off Time: I— M=ximum Registration: I—
Time Zone: (4] IEST— Registration Status: O enrolled, 0 waitlisted
Note: If Learners are Default Published Price (51 0.00
allowed to self-register for [ Selt Registration
this offering, check the [apply Changes [ Reset |
Self Registration
checkbox. 1
If self registration is
enabled, you can set a
Registration Cut-off
Date and Registration
Cut-off Time. Learner
will be unable to self-
register or self-withdraw
after this date/time.
3. Click the Apply Changes w
button.
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Task D: Complete the Segments Tab

SATERN Administrator Job Aid
Schedule an Offering (ver.1)

Click the Segments tab.

Matificstions Cost Calculation

SUmmary

Cost Sumimary

Standard Options
Pricing

Contacts

Catalog
Materialz

Chargeback
Custom Fields

Edit the Scheduled Offering

Scroll down to view the
“Update the Segments...”
section, the defaults from
the Item’s Delivery Data
tab along with the
entered start segment
date/time entered for the
Scheduled Offering are
used to create the actual
schedule for the
Scheduled Offering.

If necessary make
changes to the date/time
information.

Total Hours: 5.00

Update the Segments for the Scheduled Offering

Segments

Segment 1

* Start Date (kAT EI1 072472005

* Start Time (hibcmm SRERT) IDEI: oo A
* Time Zone (4] IEST
Primary Instructor: [A] I

* End Date (MDD ™) EI1 052472005

* End Time [himim AP IDS:DD PR
Primary Location: (4] I

Segment Description: IDefauIt segment

¥ Send motification ¥ Check Conflicts

Click the Apply
Changes button.

[ Apply Changss |
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SATERN Administrator Job Aid
Schedule an Offering (ver.1)

Task D: Complete the Segments Tab (continued)

Enter a Primary
Instructor for the
Segment.

Note: If you do not know
the ID, click @ to access
the Instructors search
screen.

The search screen
defaults with pre-
populated Item
information.

This causes SATERN to
search for Instructors that
have been “Authorized”
to teach the Item. The
Item information can be
removed from the search
criteria to locate all
Instructors.

(A IJMALDNE|

Primaty Instructor:

Instructors | Simple Search | Advanced Search |

Search

Search Instructors

Resultz

Erter the ID or Description, select the type of search from the drop-dovyn menu, and click "Search” to brovse res|
Enter an exact ID and select "Exact” from the drop-down menu to go directly to a record. The search is caze seng
by default. You can choose case insensitive search which applies to criteria typed in. Please note that a case
inzensitive search could take a long time.

Caze senstive search: * ves 7 o

Instructar 1D: I IStar‘tsWrthLI

Last Mame: I IStartsWrth;I

First Mame: I IStartsWrth;I

Wiclcle Initia: | | Starts With ¥ |

tems: Filter by criteria  ar by Type:ICOURSE ;I
ID: |ARC-SAFETY |Exact x|

Status: & active T Mot Active T Buath

Instructars:

" mvailable for current segment " Available for entire scheduled offering

[T
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SATERN Administrator Job Aid
Schedule an Offering (ver.1)

Task D: Complete the Segments Tab (continued)

5. Enter a Primary Location |primary Location: QI—
for the Segment.
Note: If you do not know
the 1D, click @ to access
the Location search
screen. Lacations | Simple Search | Advanced Search | Help |
If a Location Type was Search
entered on the Item’s TR
Delivery Data tab, the e —
Search Locations
search screen defaults
Wlth pre-populated Erter the ID or Description, select the type of search from the drnp-dnwn menu, and click "Search” tc-_brc-wse resn._Ar_ts.
Ent ct ID and select "Exact” the drop-d t directly t d. Th h it
i by zre?anuﬁ.x‘?'ou C:QCP]S;DZB 033;2 ins;ﬁzﬂi\f: s;g?chovv:rgcmeg;plzg?o Icr:'e'rter\iflasl Fy;aaerg'i:;.rpleasz T':Bo?gcth;? gisaeszens v
ocation ype. . - e o e
INZENSIIVE SE3NCh CoLl ake & long time.
Th|S causes SATERN to Case sensitive search: & vas O Mo
search for Locations that R
ocation I0r -
have been setup as that | [Starts vt ]
type. The Location Type Description: | | Starts with =
can be removed from the | Location Type: Selcttomist or by p[CLASS O] Starts vt <]
search C.rlterla to locate Locatians: 7 awsilable for current segment T Awvailshle for entire schedulsd affering
all Locations. & a
6. Click the Apply

Changes button.

Note: If the Scheduled
Offering has multiple
Segments, SATERN
displays two pop-up
warning boxes indicating
that no Primary
Instructors and Locations
specified.

Click OK when these
messages display.

Microsoft Internet Explorer x|

\?r) Mo primary Instructor specified, Do wou wish to proceed?

Cancel |

Microsoft Internet Explorer il
¢ Y

\_.JJ Mo primary Location specified. Do wou wish bo proceed?

o]

Cancel |
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Task E: Copy Resources

SATERN Administrator Job Aid
Schedule an Offering (ver.1)

If a Scheduled Offering has multiple Segments, resources, once applied to the first Segment, can

easily be copied to all remaining Segments.

1. On the Scheduled
Offering Segment tab,
locate the Segment

Total Hours: 16.00

Update the Segments for the Scheduled Offering

Segments

that has a Primary
Instructor and
Location applied.

Segment 1

* Time Zone

Primary Instructar:

* Start Date (WRIDO0 ) EI'] 002452005

* Start Time (hh:mm ARPR)

Segment Dezcription:

* Endl Date (WD) EI'] 052452005

|ue:nn ) * End Time (hi mm AP |us:nn PN
(4] IEST
(4] IJMALONE Primary Location; [A] I.&.RC-ROOM‘I i)

|Defau|t zegment

2. Click the Copy
Resources to All
button.

3. Check the box next to
the Resources to copy |

Segment:
to all Segments. Start DateTime:

End DateTime:
Note: Leave the
Check Conflicts box

Scheduled Offering ID; 24

COURSE ARC-SAFETY (Rev 10/6/2005 10:06 &M EST)
1 (Default zegment)

10/24/2005 09:00 AW EST

10/24/2005 05:00 PM EST

checked to have
SATERN verify that
the selected
Resources are not
already booked for
use during the
Segment timeframes.

Copy Al

Copy Location

Copy Material

I I T Jc B

Choose Resources for Copy

Copy Instructor

Copy Equipment

Copy Custom Resource

Check Conflicts: ww

4. Click the Copy button.

[Copy|

Note: If conflicts are
detected, SATERN
displays the conflicting
timeframes.
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